Pre-Production Checklist 


I. Background 

• Objectives 

• Strategies 

• Communication Objectives 

II. Mailing Specifics 

• Audience Review 

• Audience Segments 

review audience counts 

- NCOA update timing 

review anything else that may affect counts i.e. data to be loaded from 
recent event 

• Coupons 

- what are coupon values by segment 

- UPC's 

• Program Elements 

Letter, coupons, brochure, etc. 
is hand assembly required 

- POS #'s 

• Lasering 

what/where is piece lasered 

- defaults 

• Miscellaneous 

- paper stock 

■- review of postage/endorsements 

- seed list 

• Creative Review 

• Manuscript 
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III. Budg et 


• Review of total budget 

* Cost/piece 


IV. Timing/Kev Dates 


• 

Keylines due to PM 

• 

Finalize counts 

♦ 

On press 

• 

Mail date 

Outstanding Issues 

• 

Need from PM 

• 

Need from LBCo. 

Back-End Fulfillment 


Vendor reporting requirement 
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